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UNITED STATES MARTNE CORFES
Headgquarters, Marine Forces Pacific
Camp H. M. Smith, HI 96881-5001
MARFORPACG F5112.1C
1/PME-BA
12 JUN 1S90

MARTINE FORCES PACIFIC ORDER P5117.1C pd/&i;X

From: Commander
To: Distribution List

Subj: STANDING GPERATING PROCEDURES FOR POSTAL AFFAIRS

Ref: {a) Dol 4525.6M, Veols I and IT
(b) DeD 4525.8M
(c) OPHAVINST 5112.6A
{d) MCO P5110.4
(e) MCO P5110.5B
(£} MCO P5001.6A

Encl: (1) LOGCATOR SHEET

Reports Reguired: I. Report of Postal Activity Reporting Systen
{FARS} (MARFCRPAC RS IZW5110-01) par.
3004.4

IT. Report of Postal Losses and Offenses
{MARFORPAC RS ZW5115-01) par. 2001.2

1. Purpose. To promulgate an 30P for postal affairs and mail
handling for MARFORPAC and FMFPac ccmmands per references (a)
through (£).

2. Cancellation. FMPPacDO PS112.1B.

3. Action. Commanders of MARFORPAC and FMFPac commands will
review all aspects of postal affairs and mail handling procedures
under their cognizance to ensure compliance with this Manual.

4. Summary of Revision. This @rder contains a substantial number
cf changes and must he completely reviewed. Major elements of
this revision are:

a. Changes to the official mail program includes total
accountakility of official mail, decentralization of all official
postal metering eguipment, rental fees, and contracts.

b. The reguirement for each major command's postal officer

within MARFORPAC/FMFPac to maintain a mail routing file listing
all Marine Corps units assigned to their area of operatioen.

Ch 1




MARFORPACO P5112.1C
12 Jun 1990

C. Changes to the format on providing message requests for
mail reouting instructions on units deploying, assigned to the Unit
Deployment Program (UDP), or embarked abocard ship.

d. A change to the structure of the personalfeofficial mailing
address for personnel assigned coverseas.

e. Establishment ﬁf Dead Letter offices to handle intra-
theater delivery service material and develop procedures for their
proper dispositidh. - f

5. Recommendation. Reccmmendations concerning changes to this
Manual are invited and should be providad to the COMMARFORPAC/CG
FMFPac via the chain of command.

6. Records Disposition. Report retention period of two years is
per paragraph 2700(1) (b), part II, chapter 2 of SECNAVINST

Chief of Staff
DISTRIBUTION: LIST I/LIST II/LIST II1I/LIST IV/LIST V/LIST VI

Copy to: LIST VII
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RECCORD OF CHANGES

Log completed change action as indicated

Change Date of Date Signature of Person
Humbej Change Enteread __Incorporated Change
[ \Godueod \soser 34 (PlthtsPosmutt -4
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UNITED STATES MARINE CORPS
Headguarters, Marine Forces Pacific
Camp H. M. Smith, HI $6B61i-5001
MARFCRPAC F5112.1¢ Ch 1

1/pmB-8a
30 Aug 1994
MARTNE FORCES PACIFIC ORDER P5112.1C Ch 1
From: <Commander

To: Distribution List
Subj: STANDING CPERATING PROCEDURES FOR POSTAL AFFAIRS
Enci: New page inserts to the basic Order

1. Purpose. To transmit new page inserts and direct pen and ink
changes to the basic Order.

2. Action

a. Destroy pages 1 and 2, enclosure (1), pages iii and v of
the basic Order and replace with the corresponding pages within
the enclosure of this change.

b. Delete second sentence of paragraph 2301.1.

¢. Destroy appendix A and replace wlth appendix & within the
enclosure of this change,

3. Summar Change

a. To change the "heading™ and "title™ to reflect the current
status of this command.

b. To change the format by which all addresses must be
written, in keeping with new Postal regulations.

4. Certification. Reviewed and approved this date.

L ot

Chief of“Staff
DISTRIBUTION: LIST I/LIST IIfLIST IIIfLIST IV/LIST V/LIST VI

Copy to: LIST VII
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LOCATOR SHEET

Subj: T TIRG PROCEDURES L AFFAIRS

Location:
{Indicate the. location{s) of the copy(ies) of this
Manual.} - -~ ¢ 7

ENCLOSURE (1)
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STANDING OPERATING PROCEDURES FOR POSTAL AFFPAIRS
INTRODUCTION

0001. GENERAL. The Military Postal Service (MPS) is an extension
of the U.S5. Postal Service (USPS}. The guidelines set by MPS
Agency (MPSA) are in strict compliance with the rules and regu=~
lations set by USPS and should be strictly adhered to. The
security ¢f the mails will be given the highest degree of
protection at all times.

G002. MISSTON. The primary mission of the MPS is to provide
expeditious mail delivery and efficient mail service to personnel
while in garrison or during deplovment.

0003. MAIL DELIVERY. Expeditious mail delivery is the primary
interest of the USPS and the MPS. However, it is within this area
that problems continue to exist. The main causes of problems are
the use of incorrect mailing addresses (garrison and deployment),
the frequent turnover of organizational mail orderlies, and the
failure of personnel to checkin/checkout with respective mail
orderlies and/or serving post offices. Command representatives
are urged to moniter thelir respective mail facilities in order to
minimize these recurring conditions.

0004. COST AVOIDANCE OFFICIAL MAIL., The most significant changes

in these instructions are those affecting official mail. Com-
manders will ensure that personnel respeonsible for processing
official mail become familiar and comply with the procedures of
this Manual for reducing the cost of official mail.
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Infantry COMMANDING OFFICER (Grade, Full Name, SSN (opt))
Companies: A CO 15T BN 2D MAR

UNIT 82412

FPO AE 09503-9032
Shore COMMANDTING OFFICER (Grade, Full Hame, SSN (QPT))
Installations: HQSVCBN MCBE CAMP BUTLER

UNIT 35002

FPQ-AP 96373-5002

Postal Service Grade Full Name (35N opt)
Center {PSC) PEC XXX BOX XXX
FPO AP XXXXWX-XNXX
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

CHAPTER 1

DEFINITIONS, RESPONSIBILITIES, AND GENERAL INFORMATION

1000. GENERAL. This chapter contains instructions for activities
employing postage metering.

1. All installations/activities have completed the transition to
postage metering. All official mail entered into the USPS as of
Octcober 1, 1988 must bear the proper postage, i.e., metered tape,
meter imprinting, or Penalty Mail Stamps (FM3).

2. As of 1 October 1989, the Marine Corps Official Mail Metering
Program {i.e., equipment) was decentralized. Commands who employ
the use of metering equipment will assume the responsibility for
budgeting and payment of all postal metering equipment, rental and
maintenance fees, and contracts.

1001. POSTAGE AND FEES PAID INDICTA ENVELOPES. Remaining stocks

of preprinted DeD-317 envelopes will be used until exhausted by
applying PMS, metered tape, or meter imprint over the indicia as
prepaid postage; or they may be shipped to overseas commands for
use intratheater where prepaid postage is not required.

1002. POSTAGE METER LICENSES. Each Marine Corps installation or
activity in possession of postage metering equipment must have a

license. Those installations/activities not in possession of a
license must notify CMC (MHP-50). PS Form 3601-3a, Application for
a Postage Meter License, will be submitted to the USPS Government
Revenue and Examination Branch for approval. A copy of each
license will also be provided to the installation's official mail
manager/postal officer (OMM/P0O) for filing. The license does not
have to be renewed and remains in effect until cancelled.

1003. POSTAGE METER SETTING AND PAYMENT. An employee at the

serving post office will set postage in the meters to the maximum
amount. $9,999.99 unless otherwise advised. If the estimated
postage to be expended on any given meter during a quarter is less
than $9,999.99, the meter should not be set For more than the
estimated quarterly amount. All meters must be set at least once
quarterly. Payment for postage meter settings and resetting is
not required at the time postage meters are set. PEach time the
meter is set, the postal employee will complete PS Form 3603,
Receipt for Postage Setting. The original copy will be filed by
the installation’s OMM/PO. The forms will be retained for the
current fiscal year and two complete fiscal years thereafter.
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USPS copies of the form are used in their accounting procedures
and will be forwarded tc the USPS Govermment Revenue and
Examination Branch, whe in turn will bill €MC quarterly for the
meter setting. (NOTE: The foregoing applies only to USPS
charges.) Commands employing official meters will submit NAVMC
11123 (Rev. 7-85), Postage Expenditure Report (5119) on a
quarterly basis tc CMC (MHP-50), to include a copy of each PS5 Fornm
3063 (Receipt for Postage Setting) and a copy of each Express Mail
Label B issued. An information copy will be sent to FMFPac (G-1
(Postal Officer)).

1004. POSTAGE METER SECURITY. The installation's OMM/PC must

ensure that the postage meter equipment is not used by unautho-
rized personnel and that only officlal mail is processed and
metered., Penalty for perscnal use of official mail is 5%300.
Postage metexs are equipped with locking devices and every
precaution will be taken to keep the meters locked during periocds
cf nonuse throughout the work day. Procedures must also be
established to ensure that meters are secured at the end of each
work day.

100>. EPROPERTY ACCOUNTABILITY. Postage metering equipment
procured by CMC is accountable on the property records of the

installation or activity to which the equipment is issued.

1006. BUSINESS REPLY MATI.. Business reply mail (BRM) is a
service used only when a reply on official business is requested
from a non U.5. Govermment activity/individual who is not required
by law to reply. Further, the receipt of the reply must be in the
best interests of the U.S5. Government. Additional guidance and
formatting instructions on the use of BRM is contained in the
current editions of MCO P5110.4 and MCO P5110.5.




STANDING OPERATING PROCEDURES FOR FOSTAL AFFAIRS

CHAPTER 1
DEFINITIONS, RESPONSIBILITIES, AND GENERAI TNFORMATICN

SECTION I: RESPONSIBILITIES

1100. AREAS OF RESPONSIBILITY. The following instructions
establish areas of responsibility for FMFPac postal and mail

handling operations.

1. The Force Postal Officer is responsible for the detailed
supervision of the postal section at FMFPac and indirectly
responsible for the administrative procedures of subordinate
commands’ postal cperations. The Force Postal Officer is also
responsible for the coordination of mail routing for deployed
FMFPac units, reviewing the postal operations of subordinate
commandsf postal and mail handling facilities, and for providing
postal assistance visite as needed. The Force Postal Officer is
under the cegnizance of the Assistant Chief of Staff, G-1, FMFPac.

2. The operatigns and procedures for organization/unit mail
handling facilities are the responsibility of the respective
commanders. No changes to the current system will be made
without prior approval from higher headgquarters.

1101. COMMAND RESPONSIBILITY. Commanders are responsible for the
operation of postal and/or mailhandling facilities within their
commands per the current editions of DoD 4525.6M (vol I and vol
II) and OPNAVINST 5112.6.
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CHAPTER 1
DEFINITIONS, RESPONSIBILITIES, AND GENERAL INFORMATICN

SECTION 2: ENTITLEMENT TO USE THE MILITARY POSTAL SERVICE

120Q. SCOPE AND DEFINITIONS. The MPS includes postal facilities
cf the Army, Navy, Marine Corps, and Air Force established under
the "Postal Agreement between the USPS and DoD". The facilities
are maintained and operated to provide complete postal service
where the USPS does not operate and in other places as the
military situation requires.

1201. ENTITLEMENTS. Detailed information governing the entitle-
ment of agencies and personnel authorized to use the MPS is
contained in appendix A, vol I of the DoD 4525.6M.

1202. IDENTIFICATION. When operating outside the United States,
Marine Corps postal clerks will require patrons in civilian
c¢iothes to show evidence of entitlement to MPS privileges.
Normally, a valid Uniformed Services Identification Card or a
valid identification card issued by authorized agencies and orga-
nizaticns entitles bearers to MPS privileges.

1203. PROHIBITED 1UISE

1. Marine Corps post offices shall not be used by individuals or
agencies for commercial or business purposes or to transmit items
intended for resale in the course of conducting a business or
enterprise. The prohibition does not extend to news copy, film,
recording tape, or similar material transmitted thorugh the postal
service by accredited news media representatives.

2. Use of the Marine Corps postal service by indigenous personnel
of foreign countries is strictly prohibited. Accordingly,
personnel authorized the use of Marine Corps postal facilities
will not purchase, or cause to be purchased, any tU.5. postage
stamps, stamped paper, or U.S5. postal money orders for use by
indigenous personnel of foreign countries,

3. The Marine Corpe postal service is an extension of the USPS.
Accordingly, only U.S. mail will be processed and/or handled
within Marine Corps post offilces.
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CHAPTER 1
DEFINITIONS, RESPONSIBILITIES, AND GENERAL INFORMATION

SECTION 3: MAILING ADDRESSES

1300. MATLING ADDRESSES. Incorrect and incomplete addresses
are the greatest cause of delay or nonreceipt of military mail.
hddress problems are usually due to the mailer’s lack of famili-
arity with the existence and use of sources of wmail address
information.

1. The rapid dispatch and delivery of personal mail is one of the
vital ingredients of high morale and peace of mind for military
personnel overseas. The primary cause of missorting/misrouting
and delay of personal mail 1s the use of multiple unit designa-
tions in the mailing address. In these instances, mail sorters
and routers must search through multiple unit titles and

try to determine the unit to which the mail should be forwarded.

2. Correct and complete return addresses on mail are essential as
they previde recipients with the correct address to use when
replying to correspondence.

3. The problem of improperly addressed mail is aggravated by the
use of addressograph plates, mailing labels, and rubber stamps
that bear obsolete and outdated addresses. Commanding cfficers
shall ensure that all officlal addressing devices are periodically
reviewed for completeness and accuracy.

1301. ADDRES G _OF PERSG 1L

1. cCommanders will establish procedures to ensure that all
personnel know their correct mailing address; that samples of
mailing addresses are published in unit mail! handling orders:
that persconnel are instructed to use their correct and complete
return addresses on outgoing mail; and that persons who address
cfficlal mail familiarize themselves with the Information in this
manual and other applicable publications.

2. The structure for mailing addresses contained in appendix &
will be utilized for both personal and official mail.

3. The use of social security numbers assists postal personnel
in providing mail directory service when necassary. However,
the use of social security numbers as a part of the mailing/
return address is strictly voluntary (Public Law 93-579, Privacy
Act of 1974).
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4. HNormally, allotment checks for dependents should not be
addressed to the military member’s unit address but rather to
the dependent’s residence. Persconnel receiving allotment checks
for their dependents at their military address should be advised
of the possible hardship imposed on the families if that unit is
involved in any type of prolonged deployment or movement.

-
|
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CHAPTER 1
DEFINITIONS, RESPONSIBILITIES, AND GENERAL INFORMATION

SECTION 4: OFFICIAL MAIL

1400. OFFICIAL MAIL. Effective 1 October 1988, the Marine Corps
is fully accountable for all penalty indicia mail entered into

the USPS. All official mail indicia envelcpes that require
mailing will be metered or have PMS applied to reflect the correct
amount. of postage. Existing supplies of MPostage and Fees Paid"
indicia will be handled as ocutlined in paragraph 1001 of this
manual.

1401, COST AVOTIDANCE FOR COFFICIAL MATL. Commanders are respon-—

sible for applying controls on official mailings to reduce high
postage costs. Tt is imperative that personnel responsible for
official mailing understand that official mail service is not
free and that conservative procedures must be established and
maintained per instructions contained in DoD 4525.8M, the
current editions of MCO P5110.4, and this manual.

1402. SPECTA SERVT

1. Special mail services are services added to regular mail that
provide for expeditious delivery, proof of mailing, and payment
in case of loss or damage. The use of special mail services is
limited to instances required by law, DoD instructions, Marine
Corps directives, and those instructions contained in DoD 4525.8M
and the current edition of MCO P5110.4.

2. Commands desiring to use special mail services for require-

ments not contained in the references cited within this manual
will forward a request to CMC (MHP-50) for approval.

1403. PERSONAL USE. The use of official wmail envelopes or labels
for personal use is strictly prohibited.

1-1i1




STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

CHAPTER 2

TYPES OF MAIL/TRANSPORTATION
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CHAPTER 2

TYPES OF MAIL/TRANSPORTATION

2000, GENERAL. Mail originating in the United States and
addressed to military addresses, including overseas Fleet Post
Office (FPO) and Arwmy/Alr Force Post Office (APD} addresses, is
processed and dispatched by USPS personnel. The mail enters
military postal facilities and is handled by military peostal
personnel only after reaching overseas military mail distribution
facilities. Use of official mailing labels and envelopes does
not automatically provide a specific class of mail service.

The Marine Corps is now fully accountable for all official mail
entering the USPS. It is incumbent on personnel preparing mail to
select the most economical elase of mail that will provide the
service required,

2001. T¥ OF MATL, AND RTATION PROVIDED

1. First Class and Priopjty Mail. This type of mail is appli-
cable to both official and personal mallings. First Class and
Priority mail are the same except for the weight difference; up
to 11 ocunces - first class; excess of 11 ounces - priority mail.
First Class/Priority mail is routed by the most expediticus mode
of transportation over the entire route. It is chargeable to the
Marine Corps at the highest postage rates. However, except for
priority shipments of Joint Uniform MIlitary Pay System (JUMPS),
Not Operationally Ready Supply (NORS}, Anticipated Kot
Operationally Ready Supply (ANORS)}, and material critical to
aviation or maritime safety, official mail 1s not authorized
priority mail service unless specifically authorized by CMC

2. Hilit Ordina il (MOM). PNormally, this type of mail
consists of pargels having a desired intermediate delivery date.
It is routed within CONUS by surface transporation and is routed
by alr on a space required basis from/to CONUS. MOM is chargeable
at approximately one-half the cost of First Class/Priority mail.
MOM is applicable to official mail only.

3. Parcel Airlift (PAL). This category of mail provides for
space available air transportation for personal parcels (not

exceeding size and weight limits as reflected in the Domestic Maiil
Manual (DMM)) over the entire route to travel to, from, and
between military post offices outside the 48 contiguous states.
Postage rates are chargeable at the surface rate plus a surcharge.
These parcels must be marked PAL by the accepting clerk.
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4. Space Available Majl {SAM). This category of maii provides

for space available air transporation for personal parcels (not
exceeding size and welght limits as reflected in the DMM) to,
from, and between military post offices outside the 48 contiguous
states. Surface transporation is provided within CONUS. Postage
rates are chargeable at the applicable surface rate. These
parcels must be marked SAM by the accepting clerk.

6. Surface Mail. Normally, surface mail is provided surface
transportation over the entire route of travel. It consists of
parcels for which the delivery date is of little concern.

Surface mail is applicable for both official and personal mailings
and is chargeable at the lowest possible rate.

6. Endorsements of Dfficial Mail. Except for letters and flats

weighing 11 ounces or less, an article bearing no endorsements
will be treated as surface mail over the entire route to its
destination.

7. Special Majl Services. Special mail services are services
added to regular mail for an additional fee. These services

provide for expeditious delivery, proof of mailing, and payment
in case of loss and/or damage. Articles marked with a specific
gpecial service endorsement will be given preferential handling
transportation per the endorsement. These services are liested in
DoD 4525.8M and the current edition of MCO P5110.4.
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CHAPTER 2
TYPES OF MAIL/TRANSPORTATION

SECTION 1: MATI ROUTING - DEPLOYER UNITS

2100, MAIL ROUTING

1. The routing and dispatch of Marine Corps mail cutside of CONUS
is accomplished by the issuance of instructions from mail routing
autheorities based on information concerning the movement of
Marine Corps units.

2. Mail for units outside of CONUS and Hawaii is addressed to an
FPO address. The significance of the FPO address is that it
provides a control point to which civilian post offices throughout
the United States may forward mail for military units without a
geographic address. The control points that physically handle
mail are known as Postal Concentration Centers and are leocated in
San Francisco, Seattle, Miami, and New York. When mail addressed
to a Marine Corps meobile unit reaches one of these centers, the
appropriate mail routing authority will issue instructions for
onward routing te an MPO outside CONUS which can effect timely
delivery.

2101. RESPONSTIBILITIES. FEach ship and mobile unit will submit
mail routing messages as required by vol I, DoD 4525.8M, to the
applicable Joint Military Postal Activity (JMPA). The JMPAs are
responsible for providing information to USPS to effect timely
routing to mobile units.

1. The CG FMFPac will monitor the movement and routing of mail
in the FMFPac area of responsibility. All mail routing instruc-
tions submitted by mobile units shall include ¢G FMFPac as an
information addressee. Mail routing request examples are
contained at appendix BE.

2. Mail routing instructions for FMFPac mobile units are prepared
by the cegnizant postal officer, l.e., MCB Camp Butler, MCAS
Iwakuni, etc., and submitted teo the JMPA for inclusion in the
JHPA's daily numbered mail changes. Assigmments and deletions of
units from the JMPA mail routing file are acccmplished by the
coghizant postal officer.

3. Each major command's postal officer within FMFPac is respon-
sible for maintaining a wail routing file listing of all Marine
Corps units assigned to their area of operation. Cognizant postal
officers shall establish procedures to ensure that deploying
forces are made aware of the following minimum information:
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a. Proper mailing address to include applicable ZIFP + 4
assigmment per current edition of MCO P5110.5.

b. Character of mail and Finance service available in the
deployed area.

c. Applicable customs regulations procedures and required
documents for parcels malled with the FFree Entry under Public
Law 89-426% stamped on the customs declaration.

d. Requirementz for "Bona Fide Gifts Mailing Criteria®.

2102. TITLE ENTRIES IN THE JMPA MAIL ROUTING FIILE. The following

titles of Marine Corps units are maintained in the JMPA mail
routing file for deployed units:

1. Corps titles

2. Force titles

3. Division/wing titles

4. MEB/MEU titles

5. Regiment/group titles

6. PBattalion/squadron titles
7. Company/battery titles

8. Designated detachments/deployments

2103, MAJL ROUTING REQUEST

1. &All requests feor mail routing instructions (MRI} will be sub-
mitted as indicated below. Such requests are separate from normal
movement reperts and must include the title for the major
organizational unit and all subordinate units for which mail
routing is requested,.

a. Prior to submission of initial mail routing requests,
MEB&, MEUs, MAGs, BLTs, sguadrons and other units shall contact
the command postal officer for their correct mailing address.
Contact should be made as soon as possible, but not later than 45
days prior to deployment.
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L. The initial mail routing regquest will be sumitted to the
command'’s postal officer by the commander of the MEB, MEU, HMAG
and commanding officers of units involved in the UDP. The
command's postal officer is responsible for submitting mail re-
quests tc the commander of JMPA at least 30 days pricr to the
deployment of a unit.

c. Once initial entry of deployed units is added into the
rocuting file, mail routing for deployed units aboard ship will be
per respective ship mail routings. Therefcere, mail routing
requests need only be sumbitted when units debark from ships for
extended perjiods of time.

d. Required mail routing requests after deployment are made
to the commander of JMPA per paragraph 2103.1b above.

e, All MRIs will be identified by entering a sequential num-
ber (i.e., 1-89) in the subject line starting on 1 January each
year as indicated by the examples in appendix B.

f. The JMPA Mail Routing File will be referenced in those
instances when a unit is being entered into the file, i.e., the
initial message. Subseguent MRIs concerning a specific unit
refer to the previous MRI identified by the sequential number.

2. Mail routing must be projected in advance of actual movement
of units concerned in order that mail may be prepositioned at
various postal activities. Mail routing requests and changes
must, therefore, be received in sufficient time to preclude mail
centinmiing to old delivery points. Originators should take into
consideration the following approximate time required for FPO San
Francisco to prevent classes of mail from continuing to the old
delivery points.

a. Airworthy Mail. Priority, First Class, PAL, SAM, and MOM
- four to five working days.

b. Surface Mail. Second, Third, and Fourth class/parcel post
- four to five weeks.

3. When submitting reguests for mail routing, the following
information must be provided to the command’s postal officer not
later than 45 days pricr to movement of the first deplovment
echelon:

a. Effective date (indicate inclusive dates for temporary
changes made after initial routing request).

b. Organizational title(s).
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c. Mail delivery point/ZIP code.

d. Classes to be routed (information for this paragraph
regquired only when a specific class/type of mail is not desired
at a delivery point).

2. Deletion date (applies only to UDP/deployed units
returning to CONUS).

4. Routing information will be hand-carried to the comand's pos—
tal officer when the cperational movement is classified.

5. FMFPac (G-1 (Pestal)) will be notified of all activations,
disbandments, redesignations, and assignments of all units to
contingency operations that will affect mail routing.

6. Limitations of Mail Service. Due to the difflculty associated
with mail routing to isolated areas such as the Indian Ocean or to

Africa, personnel and dependents should be informed of mail tran-
sit times. The main causes of longer transit times to certain
areas are the requirement to route mail to mobile units vice those
permanently located; the use of foreign mail systems to rercute
mail to less frequented ports; no permanently located Marine Corps
postal facility; and the continued use of incorrect mailing
addresses by the sender. Approximate transit times for mail
routed from FPO San Francisce tco frequently visited ports are
listed in paragraph 2103.2 above. These times are in addition to
transit times required to reroute mail when it arrives at delivery
points after the departure of a unit.

2104. MWESTPAC ROTATION UNITS

1. Mail routing for units rotating to and from WESTPAC areas will
be handled by the submission of a mail routing reguest.

2. When a unit embarks abecard a ship, mail will be routed per
the ship’s movement.

3. The applicable ZIF + four assignment will be made per the cur-
rent edition of MCO P5110.5.

4. Include deletion date from WESTPAC units per paragraph
2103.3e.
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CHAPTER 2
TYFEZ OF MAIL/TRANSPORTATION
SECTTON 2: MAIL CLERES/ORDERLIES/MAILROOMS

2200. MATL CLERKS/ORDERLIES. Mail clerks/corderlies will be
appointed by unit commanders and will be guided in their duties
per the regulations provided in vol II, DoD 4525.6M, the cur-
rent edition of MCO P5110.6, this manual, and the respective
unit’s soP.

2201. MAILROOMS. Mailrooms may be established as deemed neces-
sary by the commanding officer. Applicable regulations cocncerning
the estabklishment and operation of the mailroom are provided in
vel IT, DoD 4525.6M and the current edition of MCO P5110.6.
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CHAPTER 2
TYPES OF MAIL/TRANSPORTATION

SECTION 3: MISCELLANECOUS

2300. MATL, DIRECTORY SERVICE. Mail directory service/postal
directories are maintained in order to provide proper disposition

of U.5. mail which is undeliverable as addressed. Postal direc=~
tories shall not be used as a base locator service.

1. The mall directory file will be maintained per instructicns
provided in vol II, DoD 4525.6M and the current edition of MCO
P5110.86.

2. Commanders will require all personnel reporting te or being
detached from the activity to report to their serving mailroom/
pest cffice to furnish required information for the directory
recoerds and completion of required change of address cards.

2301. NONMATIABLE MATTER

1. HNonmailable matter includes all matter which is by law,
regulation or treaty stipulation prohibited from being sent in the
mail. A—partial Hsting is provided in—the—ourrent-editieon-of
MCO P5110.4~ Complete information may be obtained from any post
office,

2. Severe penalties such as fines or imprisonment (or both) are
provided for persons who knowingly mail or cause to be mailed any
matter which has been declared nonmailable by law. It is the
responsibility of the mailer to refrain from depositing
nonmailable matter in the mail.

3. Some items that have been declared nonmailable may be mailable
under special mailihg rules. Inquiries should be made to the
postmaster/postal officer prior to depositing questionakle matter
in the mail.

2302. MONEY ORDER SERVICE. Money orders will be handled per
chapter 7, volume I, DoD 4525.6M,

2303. INTRATHE DELIVERY S IDS HOT APPLI

LONUS. IDS materjial will ke handled par chapter 4,
velume II, DoD 4525.6M. Undeliverable IDS material will be
managed per subparagraphs 1 through 6 below.

3+
|
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1. The postal officers of MCB Camp Butler amd MCAS Iwakuni will
each establish a Dead Letter Office (DLD) to process undelivera-
ble IDS material addressed to personnel assigned to units that
are unigque to that location.

2. Letters and parcels identified as IDS material containing
items of no obvious value (i.e., items containing written corre-
spondence, magazines, etc.), will be destroyed when it has been
determined that the individual has been transferred out of the
theater of cperations and the IDS material would have to transit
through USPS channels.

3. For letters and parcels identified as IDS material containing
items of obvious value (i.e., currency, merchandise, government
property or other usable items), an attempt to contact the
individual via U.S. Mail will be made. The individuals will ke
informed that if they desire to receive the item(s), the amount of
postage required to forward the item{s) (5aM/Parcel Post or Prio-
rity rates to include insurance fees) must be forwarded by money
order to the postal officer.
4. If a reply has not been received within 45 days of initial
notification, the items will be disposed of per the procedures
contained in the DMM, to activities in the following order:

a. Family service organizations

b. oOther charitable organizations

c. Property disposal
5. A log for accountability will be established by the postal
officer for each DIL and will include but not be limited to the
following items:

a. Date item received

b. To (addressee)

c¢. From (return address)

d. Description of item (letter, parcel, etc.)

e, Description of contents

f. Disposition

6. 1DS items which are of obvious value will not be sent to the
USPS DLO. These items are not part of the U.S. Mail.

b
I
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INSPECTIONS, REPORTS,

CHAPTER 2

AND OFFENSES AGAINST THE MAILS

PARAGRAPH PAGE
INSPECTIONS. . . + v v v v « o v 4 4 o 3000 3-3
POSTAL LOSSES AND OFFENSES . . ., . . . . 3001 3-3
INVIOLABILITIES OF THE MAILS . . . . . . 3002 3-4
EMERGENCY DISPOSITION OR DESTRUCTION OF
MAIL AND POSTAL EFFECTS, . . . . . ., . . 3003 3-4
CUSTOMS PROCEDURES ., . . . . . .+ .« . . . 3004 3-5
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CHAFTER 2

INSPECTIONS, REPORTS, AND OFFENSES AGATINST THE MAILS

3000. INSPECTTONS. Inspections of CG FMFPac MPO’s mailhandling
facilities and organizational mailrcoms will be conducted per
instructions provided in chapter 12, vol I, and chapter 3, wvol
IT of Dol 4525.6M.

1. Upon completion of such inspections, a report will be sent to
comranding generals/officers {Inspectors Office) of the command
being inspected and the postal officer of the command.

2. These reports will include, but will not be limited to the
following:

a. The cperation of organizational mailrecoms and mail clerks.
k. The adequacy of incoming and outgeoing mail schedules,
c. The degree of compliance with postal regulations.

d. Constructive recommendations tc improve any deficiencies
or unsatisfactory conditions noted.

3. Commands will conduct required inspections of unit post
offices and unit/organizational mailrooms as previously
established and as required by Dol directives and the U.S. postal
requlation.

4. Commands will send the Postal Activity Reporting System
Report (PARS) to CG FMFPac on a quarterly basis to be consolidated
and submitted to MPSA. FMFPac RS ZW5110-01 is assigned to this
report.

3001. POSTAL LOSSES AND OFFENSES

1. A report is required upon discovery of significant shortages
of postal funds, embezzlement or rifling of mail, lost or mizsing
blank money orders, depredations, intentional delay, lost or
damaged mail, or damaged postal effects due to fire, flooding or
other causes. Specific information required to be submitted in
this report is provided in chapter 14, volume T of DoD 4525.6M.

2. An immediate message report stating the essential facts of
losses or offenses will be made by the command concerned to the
Executive Director, MPSA, with an information copy to CMC {(MHP-50)
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and CG FMFPac (G-l{Postal)). FMFPac RS ZW511§-01 is assigned to
this report.

3002. INVIOLABILITIES OF THE MATIS

1. The following extract from the Manual for Courts Martlal, U.sS.
1984, emphasizes the severity of punishment that may be imposed
for offensar against the mails:

Article 1345. Offenses: Wrongfully opening, taking,
secreting, destroying, stealing, or obstructing mail matter while
in the custody of any other agency, or, not yet delivered or
received. Depositing, or causing to be deposited, obscene or
indecent matter in the mail.

Punishments: Dishonorable discharge, forfeiture of all pay
and allowances, and confinement at hard labor not to exceed five
years.

2. The secrecy of the mails is inviclable. Tampering with or
depredation against the mails are offenses against the United
States and punishable under the laws thereof. Mail is considered
to be in custocdy of the USPS from the time it it deposited

in an authorized post office, depository, an MPG, or collected by
a designated military postal clerk, until it is delivered to the
addraessee in person or to a representative authorized in writing.

3003. _EMERGENCY DISPOSITION OR DESTRUCTION OF MAIL AND POSTAL
EFFECTS. Activities operating Marine Corps post offices will
provide for the disposition of mail and postal effects in emergen-
cies involving danger of capture per instructions provided in vol
I of DoD 4525, 6M.

1. Whenever possible, the destruction of postal effects per
paragraph 3002 above will be witnessed by two officers. If none
are available, two enlisted members or two other available
perscnnel should be used as witnesses.

2. When practical, an audit will be performed on all accounts
pPrior to destruction and a DD Form 2259, Report of Audit of Postal
Accounts, completed. A listing of the items in vol I of DoD
4525.6M will be included/attached to DD Form 2259. Distribution
will be per the current edition of OPNAVINST 5112.6. In the
event an audit cannot be conducted and the DD Form 2259 cannot be
completed, instructions provided in the current edition of
OPNAVINST 5112.6 will be followed.
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a. Registered, insured, and certified mail should be recorded
by number, originator, addressee, and description of contents of
other than personal letter material,

b. Destroyed money crder forms will he recorded by inclu-
sive money order serial number.

C. Stamps, checks, currency, and coins shall be listed per
destruction schedules contained in the current edition of the
NAVCOMPT Manual, paragraph 042553.

d. The serial number(s) of money order imprinter(s} shall
be listed.

e. Other postal equipment shall be listed by description and
gquantity destroyed.

004. CUSTOME PROCEDURES

1. The United States has customs jurisdiction within the 50
states, the District of Columbia, and Puerte Rico,

2. All mail origirmating outside the customs territory of the
United States which contains printed matter and merchandise,
including merchandise of United States origin, is subject to
customs examination. Exempt are those articles known or believed
to contain only official documents addressed to officials of the
United States Government.

3. Postal clerks are not authorized to advise patrons as to the
dutiable character of an item. Patrons should be told that
information may be cbtained from the Treasury Department, Bureau
of Customs, 1675 7th Street, Oakland, CA 94615.

4. Compliance with customs lawe is the responsibility of the
individual wmailer. Postal personnel shall assist mailers to the
extent of ensuring that appropriate mailing endorsements are
placed on the parcel for those personnel regquesting #Free Entry
Claimed Under Public Taw 89-436%; movement orders showing the name
of the mailer must be attached for claimant of this provision.
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APPENDIX A

OQFFICIAL AMD PERSONAL MATILING ADDRESS STRUCTURE

. « Identifies the addressee by title for

official mail (CG, CO, OIC, Director,
etc.} or Grade, Full Name (SSN optianal)

for personal mail.

Identifies a unit (A Co 1st Bn 9th Mar,
MACS ¥, A Co 9th Mt Bn, etc.), also the
work section can be added but is optional
{S=1 {Maint)), (Supply) etc. 2nd line is
optional or may be used as an attention
line when addressing mail to a head-
quarters element (CG III MEF, £G 3rd
MarDiv, Co 1st MarRegt, €O VMFA 122,
etc.).

Identifies a headgquarters element. 3rd
line is optional when addressing mail to a
unit on 2nd line.

Identifies a unit code (See Note 1) or a
Postal Service Center (PSC) and box number
(Sea Note 2). This information is used by
USPFS automated equipment to process your
mail and is mandatory. It is very
important that the unit code or PSC and
box number be correct to prevent delay of
your mail. CONTACT YOUR LOCAL POST OFFICE
FOR CORRECT UNIT CODES OR PSC AND BOX
NUMBERS. -

Identifies the APO/FPC (AP,AE,AA}, and
nine digit zip code (See Note 1), CONTACT
YOUR LOCAL POAT CGFFICE FOR THE CORRECT
NINE DIGIT ZIP CODE.

BOTE 1. The military address structure was standardized, effective
15 July 1991, to conform to USPS address standards for sortation of
mail by automated equipment. No punctuation will be used in the
address except for the hyphen in the nine digit zip code. All
overseas installations, mobile units and perscnnel were assigned a
unit code, a unit code and box number, or a PS¢ and box number to

A-1
Ch 1




T—————————————————————————————————————1--------------IIIIIIH-HI-ﬁ.

STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS

serve as a street address. APO and FPO became the "city". One of
the four newly created "“state" abbreviations will be used as the
state, (1) AR for Armed Forces in Central and South America; (2) AE
for Armed Forces in Canada, Eurcpe, Middle East, and Africa; {3) ap
for Armed Forces in Alaska and Pacific area; (4) AC for Armed
Forces involved in contigency operations; and the nine digit zip
code which is an integral part of the address and must be correct
and complete. Alone with the standardization, installation zip
codes were realighned; by the first three digits, by geographical
area (340 C. and 8. America and Canada, 090-092 Germany, 093
Contingency, 094 U.K., 096 Italy and Spain, 097 other European
areas, 098 Middle East and Africa, %62 Korea, 963 Japan, 964
Philippines and 965 other Pacific areas}. 095 and 966 are
designated for Navy ships and Marine mobile units. Although these
ships and mobile units have AA, AE, AP, or AC as part of their
address, those geographical areas listed above do not apply.

San Francisco, Seattle, New York or Miami will not be used as part
of any overseas or mobile address., Mail received after 15 July
1992 containing these cities as part of the address will he
returned to the sender as undeliverable,

NOTE 2. If a PSC address is used, the second and third line of the
address structure will not be used.

EXAMPLES OF MATLING ADDRESBES

Aviation Unit: COMMANDING OFFICER (Grade, Full Name (SSN opt))
VMFA 235 {Avionics)
1ST MEB (opt)
UNIT 44457
FPO AP 96607-4457

Detachments: OFFICER IN CHARGE (Grade, Full Name (SSN opt))
3D DEN CO DET S (Admin)
UNIT 38452 BGX 260
FPC AP 926604 0260

Headquarters COMMANDING GENERAL (Grade, Full name, SSN opt))
Element: ATTN G~1 ADMIN (opt)

III MEF

UNIT 35601

FFC AP 9266806-5601

Artillery COMMANDING OFFICER (Grade, Full Name SSN {opt))
Batteries: E BTRY 2D BN 12TH MAR

1ST MAR DIV (opt)

UNIT 39&07

FFO AP 96606-9807

By
3+
[
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AFFENDIX B

SAMPLE MALL ROUTING REQUESTS

ol b T bl R

! SECLRITS CLASSIFH & 1.0

AGINT MESSAGEFLAM . UNCLASSIFIED

1 C7% ZLLCaula 7wl MR CLASE . fHCal 1 ac

i
== -
i R Wk 1%

| R wiihi- n T mid

- u_]“_!]_E__ - —_———— I
e = e CERGRAT CRmLRG Harel e -
| ATMIN
— R -

FRCM: (. FIRET FEEG/ /G- HOSTALSS
T2 CDE JT NIL POSTAL ACTY PALC SAH FRANCISCO {4
INFO L{3EE NOTE L%

; CINCPACFLT PEARL HARBOR HI/ruluds/s
, CG FMFRAC//G-L/POSTAL//

FAC PEARL HARBOR HI
i FHL YCKOHAMA JA
; FAC SUBIC BAY RP
! CH JNPA PAC FIELD OFC SEATTLE WA
!ﬂL#SSIFICATIDN J/NBSIM0// {SEE NOTE 23
'SUBJ: MAIL ROUTING INSTRUCTION 1-a9
NSEIB/GENADMIN/POSTAL //
EREF!AHDﬁEKJHPh PAC/UNBATED/ !
EAHPNIREF A I3 A MAIL ROUTING FILE LISTING MARINE UNIT LOCATIONS//
ERHKSII- ADD THE BELOW LISTED UNITS T¢ THE REF. RGUTE ALL RAIL AS
!IHDIEATEE. {SEE WOTE 3}
"{3EE NOTE 42
UNIT AND Z3IP EDA EDD Lo
PRESENT 15AUGBH

;EB BN ?TH MAR {9GLODP-LZ34} 92035 CANPEN

HASVYC £4 3B BN ?TH HAR {9kbO2-1235F 1LAVG UFN 98773 HANEEN

PERTE

ThoEm Lok ool o 2aTT MiwE T af

S - Frppnr)s

Sample Message:

CINES-ThRt LSS 21

Unit from U.5. to WESTPAC Deployment
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ey ey e T—
SETUNTT TP KA IGA
JOINT MESSAGEFORM UNLCASZIFIED L
o  DHLAMEAMN b L mMiGpOeE o T [ o omicu; menT
b T T e T
B2 . 02 AR e e
[EC I WALATAGE mamCaiNG B TH TR
T
?MF‘NS C¢ JTIEN 7TH HAR {9khL0Z2-1239F
fC'GI I 31 BN VFH AAE {9bklZ2-3i23k}
"0 E 30 BN FTH MAR {9bbLO@-1237}
ECCI L 3% EN ?7H MAE {9bkD2-123A}S/
]
Sletet wiTnAME T E TETOIE G-MBCL FredhE T ERLILL mETRL e
TeeaTnawd or SPIE oD Ak SuDRE
;!T!"‘-*'"---“ Tt ;s:cuarrr_.nssu:-c-'rm TOLiE faan e

Sample Message: Unit from U.S. to WESTPAC Deployment—-
Continued.
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—— —
AT T AR EITEI A  h

SOINT MESFASEFCAM

_ LT . L UNCLASEIFIED
I Feat o UTTERLEASIA Tt LI 1 ans | amgsl 1 LNF = v LN DN T
H Ll iour wubn P wct L '
0V B2 . _ .
e MELVERGT - amOuRG s TE g EiGEY

i FRIM C6 MCB CAMP BUTLER JA//POSTAL/S
O-CBR JT MIL PGSTAL ACTY FAC SAN FRANCISCO €A

INF¢ {SEE NOTE 1}

CINCPACFLT PEARL HARBOR HI//41437s

€6 FMFPAC//G-1/POSTAL 27

FAC PEARL HAREOR HI

FHC YOKOHAIA JA

FNC SUBIC BAY RP

CH JHPA PAC FIELD OFC SEATTLE MA
CLASSIFICATION //NOS3M0// TSEE NOTE 23
SUBJ:  MAIL ROUTING INSTRUCTION 20-89
MSGID/GENABNIN/POSTAL//
REF/A/RMG/DRIGINATOR/DATE S/
AMPN/REF & IS ORIGINATORS LAST MRI OF UNIT//
AMKS/1-  CANCEL THE REF AND ROUTE ALL MATL PER INSTRUCTIONS LISTED
BELOW: {SEE NOTE 33
£SEE NOTE 43

LINIT Eda ETE LaC
&% K 3T BN FTH HAR PREZENT BEJUN 98773 HANIEN
I LEJUN 3bJUL MBEEE BIEGY GARCIA

Tin—=

T2 EERE L T T e A aE e

Sample Message: Inter/Intra Theater Mail Routing
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JGHHT MERSAGEFTDR M

PRI L

[ PSR TETY

BURFALE NATIL {SEE MWOTE 5F

UNTT

30 BN VTH MAR

H25VYE €0 3k BH 7TH MaAR
WPNE 0 3T BN 7?TH MAR
€% I 3D BN ?TH HaR

Co L 3k BN ?TH MAR

SURFACE MATL {SEE HOTE 53

— _—'}T;E!"-FL%.%IF!IEE = presey
TRFLTALT st Rl LR TE AT T T T T

JAUS SSEP 98760 FUJI :
LSEP 310¢T 94773 HANSEN

NGV 1JaN 52055 CANPEN

24N PELETE

EDa EBR  LOC

PRESENT 316CT 98773 HANSEN

1NV 1JAN 92055 CAMPEN

2JAN BELETE

EDA EDD  LOC
PRESENT 27JUN 98773 HANSEN
2AJUN ESEP  927LD FUJI

LIEP 310CT 98773 HANSEN

20CT 3JAN 22055 CAMPEN

2JAN PELETE

EDA EBD  LOC

PRESENT JL6CT 98773 HANSEM ;
NGV LJAN 92055 CAMPEM :
aLaN DELETE//

LT

F T T T

[

ERLEERS

T4 e FILLUFMILTEEH

TaTL W[ 570

Sample Message:

Continued

Inter/Intra Theater Mail Routing—-
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—— ——————
LHEAGEFORM A et I
JOIMT MESS

. . _ ) UMCLASSEFIED - a
1 LT _ DI e TeE T |  tecar P oo ™ G WG KT :
TACME L wNte 4t owr wa K o T
0L 03 - : ! !
jeT T - - e WL TIRD, mE AL TR -

FAaxM. €6 FIRET FIZG//G-1/POSTAL//

e CER JT HIL POITAL ACTY PAC SAN FRANCISCO Ca
INFO {ZEE NOTE 11 i
CINCPACFLT PEARL HARBOR HIZ/4YLMESr
LG FHAFPACY FE-2/PQSTALS Y
FRC PEARL HAREOR HI

FRC YOKOHAHA JA [
FML SUBIL BAY RF
CH JMPA PAL FIELL OFC ZEATTLE WA
CLASSIFILATION //NDEXL0// {SEE WOTE 2}
SUBJ:  MATL ROUTING INSTRULCTION 25-89
MECIB/GENATMIN/POSTALS S
REFAA R0/ JHPA PACAUNDATED S/
AAPN/REF & IS A MAIL RGUTING FILE LISTING MARIME UNIT LOCATIONS:
RAKS/1- ADD THE BEL&M LISTED UNITS T2 THE REF. ROUTE ALL MATL AS
INDICATED. {3EE HOTE 3}

UNIT AWD ZIF ETA ERL L&C
13TH MEU {9kLS4-AY413F FREZENT 10MAYST 92055 CAMPEN
1LHay UuFn USE BELLEAY WOGD

L St T ) o “PTLACT ttagne Cad am "TTIATE ol SiteR

sample Message: Units Embarked Aboard Ships Mail
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JOIMT MESSAGEFORM i“""""""“‘"“""“"
FuIE L TLMALEAME RME | WMICEDEMCE | CLAGS . SeICAT e | e [Ty — -
. L SETME L ufete o wr e T

02 _ 03 o I : I
| LRI Rl e WS FUCT MY -
I |
UNIT AND ZIPM EDA EnD LaC
I .
ilHTH MEUs BET K {9kb9u-853k} PRESENT 10Omavanq 92055 CARPEN
; IRHAY UFN UsSS GERMANTSUN
| .
UNIT AND ZIP £0a EDD Loc |
;LBTH FEEL. DET L {GbbLI4—-25737} PREEENT 1OMAYER 124655 CAHPEN i
] LIMAY  UFN USE BULUTH E
FNIT KND ZIF ET4 crp LOC
flETH MEU. DET M {9LLA4-E538F PRESENT 1lAMAYAR 92055 CAMPENM
i LILHAY LUF K HSS FRELERICE

?E- THE BELOW LISTED UNITES WILL BE EMBARKED WITH B3TH MEU AND DETS
LISTED IN PAR 1.

ﬁaTH MEU

[ HESYC €0 3D BN 35T MAR
E MESG 33

E HMM LBL

' o ¥ 3D BN 13T MAR

WPNE & 3P BW LEIT MAR

13TH MEW. DET K
BRTY G 3B BN L1TH HAR
MSSE 13

Ha

R e L L R I T | SETID A RTINS

: i
Th MR ATy T T TTIvE racagor T
1 i

' I

Sample Message: Units Embarked Abeoard ships Mail--
Continued
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TILA N LazEewinan
JOIHT MESSAGEFDAM i

~ Zrar o LI RLLAeeEd T BT J——— - o VT amnanc oger
i: ST wimla . el "_:-_m__l T E .
‘03«03 __ i : i
[t . VEISIGL =mamDliel, i TRw Tromd

!
LAAD TEARDET
;13TH REU. BET.
!
0 L 3 BN 13T MAR

_ C4 B 3D ASELT AMPH BM
T OMESG 1347
i
|
1
‘ |
|
|
|
i
\ I
i .
1
1
| 1
1
i
e
THL em ettt Ldug o Lt ot telan BT L ~5an s
i'__|: LT D TR TR A T ST - e - T ="
12 .

_ :5-.-\.7-_3_"'_ - = "";'w.-;in'.-f?ﬁ-:s'?-:r-':h TOACE L ReTLR
Sample Message: Unit from WESTPAC Deployment to U.S.
B=7
1
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UNCLASSTIFIER

Tuafn . yeucal B L <K In o TerT

FUMCE CAMP BUTLER JAZ/POSTALSS

TCBR OJT MIL PosTAL ACTY FPAC SAN FRANCISCO A

INFo {SEE NOTE 3}

CIMCPACFLT PEARL AMREBOR HI/AYLUE//
; C6 PHFPAC//G-L/POSTALS S
' FMC PEARL HARBGR HI
FRL YOEOGHAMA JA
: FNC SUBIC BAY RP
E tH JMPA PAC FIELD OFC SEATTLE W
ECLASSIFIthIﬁM //N0513047 1SEE NOTE 2}
;3u3J= HAIL ROUTING INSTRUCTION 20-A7
REEID/GENADMIN/POSTALA S
EREFIA!RHGIDRIGIM#TGRJD#TEf!
:AHPH!HEF A TS SRIGINATORS LAST HRI ¢F UNIT// ;
eH%S/L. DELETE THE REF AND ROUTE ALL WAIL ACCORBINELY: <{SEE HOTE3D

L
i

{SEE HOTE 4}

UNIT EDA EDD s
IHHH—EL.E PRESENT LDZEF&T 98772 FUTENDA
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STANDING OPERATING PROCEDURES FOR POSTAL AFFAIRS
EXPLARATION OF MAIL ROUTING EXAMPLES

NOTE 1. Ensure unit, parent command, and MACOM for which the MRI
is submitted are included as info adees. Indicate the
applicable major command providing postal support at the
unitfs point of destination (e.g., MCB Camp Butler, 2d
885G, MCAS Iwakuni, etc.). ADPRESSES LISTED IN THE
EXAMPLES WILL BE INCIOIDED ON ALL MRIs.

NOTE 2. <Classjfication is the responsibility of the originator
when initiating an MRI. Information ccontained in chap.
10, vol. I, DoD 4525.8M is provided for additional
consideration when selecting the appropriate
classification.

NOTE 3. *#All Mail®” directs delivery of all classes of mail to
each location identified and should be used when the unit
will be at a set location for at least 45 days, or when
Marines will be embarked aboard ship for a prolanged
pericd of time. Consideration should be given for
ensuring that storage space by the addressee is available

(e.g., unit in the field). If location stay is less than
45 days, transit time of Parcel Post {Surface) Mail will
not allow for delivery during this time frame. The
originator must jdentify the types of mail to be routed

and will use the term ”All Mail {Lese Surface)” in this

instruction, Subseguent separate routing instructions
for surface mail mist be given.

NOTE 4. a. Unit: List the unit{s} for which routing is
| regquested.

b. ZIP assigned: Indicate the ZIP + four, This is as-
signed by the cognizant command's posta) officer to the
unit for mail address purposes {e.g., FPO 96602=8644,
96694-8411, 96604-9235, etc.). ZIP assignments are only
requested for routing and assignment to the JMPA Mail
Routing File,

c. EDA. (Estimated Date of Arrival)

(1) Under EDA, begin reouting with the word
"Present”. This explains where the unit is
currently receiving mail. Then list in
chronological segquence the EDA for each future
destination.
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STANDING CPERATING PROCEDURES FOR POSTAL AFFAIRS

(2} If unit movement is IMMEDIATE, the first entry
is still "Present# with the applicable date of
movement placed in the EBD column.

d. EDD: {Estimated Date of Departure)

(1) List the scheduled date of the unit's departure
from each location. Identify location of mail
Gelivery by installation ZIP Cocde and name of

station, camp, or ship, when applicable.

(2} If mail is to be received on a continuous basis

or an EDD is unknown, indicate UFN _ (Until
Further Notice) under the EDD.

2. 10C: {Location)

{1} The ZIP Code where mail is to be routed, and
the camp, base, station, or ship where the
unit will be physically located will be entered.

NOTE 5: Surface Mail. When paragraph 1 of the mail routing
requaest indicates "all Mail sg Surface}#, instructions
must be given to route surface mail separately. These
instructicons will normally direct a continuation of mail
delivery (surface mail) to the installaticn used as a
home base during the TAD/Depiloyment pericd (e.gq., MCB
Camp Butler, MCAS Iwakuni, etc.).




